
SEXUAL HARASSMENT/DISCRIMINATION INVESTIGATION 
PROCEDURES 

 
 
All complaints of sexual harassment and/or discrimination submitted by employees through 
their agency coordinator or the hotline will be investigated promptly and thoroughly by the 
Department of Personnel’s investigation unit.  Investigation procedures are as follows: 
 
Complaints Submitted Directly to the Agency 
 

1. When an employee complains of sexual harassment or discrimination, either 
verbally or in writing, the agency coordinator will complete the intake form and 
instruct the complainant to fully document the complaint on the complaint form (see 
attached). 

 
2. The coordinator will forward a copy of the completed intake and complaint forms to 

the agency’s Deputy Attorney General and the Department of Personnel’s 
investigation unit within one working day after receipt from complainant. 

 
3. The investigation staff will schedule an initial interview with the agency’s 

coordinator and appropriate management personnel to gather information relevant to 
the complaint as well as any essential organizational background.  If the complaint 
involves sexual harassment, the investigation staff will contact the agency to 
schedule a meeting within one working day after receipt of the complaint.  Contact 
with the agency regarding complaints other than sexual harassment will be made 
within three working days. 

 
4. In order to ensure employees’ safety and minimize disruption in the workplace, it 

may be appropriate, under certain circumstances, to remove one or more of the 
individuals involved in the complaint from the work environment.  This could be 
accomplished by reassigning an individual to another work location or by placing 
the individual on administrative leave.  The decision to remove an employee from 
the workplace rests with the appointing authority.  However, if the investigator 
identifies issues related to workplace safety/disruption through the course of the 
investigation, the investigator will bring those concerns to the attention of the 
appointing authority, Deputy Attorney General and agency coordinator. 

 
5. If the allegations could result in the suspension, demotion or dismissal of an 

employee, the investigations staff will review the requirements of SB 331 with 
agency management to ensure the employee is advised of his rights prior to 
questioning. 

 
6. The investigation staff will begin the investigation as soon as witnesses are 

available.  Depending upon the availability of witnesses, as well as the scope and 



complexity of the complaint, the goal of the investigation unit is to complete the 
investigation within two weeks.   

 
7. Investigations will be conducted discreetly, with as little disruption to the workplace 

as possible.  All information gathered in an investigation will be confidential and the 
confidential nature of the investigative process will be conveyed to each witness.  
Interviews can take place at the work site, the investigation unit’s offsite office, or 
another suitable location. 

 
8. The investigation staff will prepare a written report of findings, with the goal of 

submitting the report to the department director/division administrator and the 
agency’s Deputy Attorney General within one week after conclusion of the 
investigation.  (It should be noted that it is the responsibility of the appointing 
authority to determine if discipline or other remedial actions are appropriate.  
Therefore, the report will not contain recommendations relevant to disciplinary 
action.  The report may, however, suggest mediation services, if appropriate.) 

 
9. If findings substantiate an incident of sexual harassment or discrimination, the 

investigator will also provide a copy of the report to the Tort Claims Manager in the 
Attorney General’s office. 

 
10. Approximately 30 days after receiving the report of findings, the agency 

coordinator will complete the investigation follow up questionnaire (attached).  This 
will allow agencies to address concerns relative to the quality and timeliness of the 
investigation and allow the investigation unit to compile and report statistical data to 
the Governor and the Legislature.   

 
Complaints Submitted via the Hotline 
 

1. When an employee transmits a complaint of sexual harassment or discrimination 
through the hotline, the Department of Personnel’s investigation unit will complete 
the initial intake document and instruct the complainant to complete the complaint 
form. 

 
2. If the complaint involves sexual harassment, the investigation staff will forward a 

copy of the complaint to the appropriate agency coordinator and Deputy Attorney 
General within one working day and schedule a background interview with the 
agency coordinator.  Other complaints will be forwarded within three days. 

 
3. The investigation will then proceed as described above for complaints submitted 

directly to the agency. 
 
 


